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GET IN TOUCH

USMC Records Management

2. Does your command have an appointed Command Designated Records  

    Manager (CDRM) registered in the Command Records Operational 

    Support Site (CROSS) within the last year? 

The representative with delegated authority to manage your command’s RM
program should have the sufficient rank, experience, and maturity necessary to enforce 
compliance with the Inspector General of the Marine Corps (IGMC) Functional Area 
Checklist (FAC) 5210, Records Management Program, and coordinate training on 
behalf of the command.

1. Have you signed your Records Managers Acknowledgment Agreement?

This is a requirement for all commanders to sign within the first 90 days of assuming 
command. (MCBUL 5210 dtd XX/20)

4.  Does your command have Staff Section RMs assigned to every section in 

     CROSS?  (i.e., company, “S” shop, “G” shop, directorate, etc.)

Remember, records can be found in every section of your command, not just the 
S-1/G-1 (i.e., companies, other “S/G” shops, directorate, etc.) Who has been assigned 
to manage them?

3. Does your command have a Capstone billet requiring annotation in CROSS? 

     If so, is it current? 

Capstone billets are GO/SES and other key billets whose records (both classified and 
unclassified) are subject to permanent retention. 

Utilizing file cabinets for records maintenance is a thing of the past.  Effective 2021,
commands must utilize MCTILM and DON TRACKER for the management all
records, unless a specific policy exclusion is notated in CROSS (i.e., classified records).

5. Does your command have a complete file plan uploaded in CROSS?  

The command file plan is a compilation of each staff section’s frequently used record schedules. 

6. Has your command implemented Electronic Records Management (ERM)? 

7. Has your command conducted its annual RM training and uploaded    

     training rosters into CROSS?  

Everyone handles records, which means everyone is responsible for their proper
identification, maintenance, and disposal.  Uploading your unit’s training rosters
demonstrates command compliance to ARDB for inspection purposes.
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Note: CROSS replaces the need 
 for a traditional turnover binder.


